
SPECIAL REQUIREMENTS OF POSITION (CHECK ALL THAT APPLY):

� Designated under Conflict of Interest Code.

� Duties require participation in the DMV Pull Notice Program.

� Requires repetitive movement of heavy objects.

� Performs other duties requiring high physical demand.  (Explain below)

� None

� Other (Explain below)

STATE OF CALIFORNIA - HEALTH AND HUMAN SERVICES AGENCY                                                                                                                      CALIFORNIA DEPARTMENT OF SOCIAL SERVICES

State of California - Department of Social Services
DUTY STATEMENT
EMPLOYEE NAME:

CLASSIFICATION:

DIVISION/BRANCH/REGION:  (UNDERLINE ALL THAT APPLY) BUREAU/SECTION/UNIT:  (UNDERLINE ALL THAT APPLY)

SUPERVISOR’S NAME: SUPERVISOR’S CLASS:

POSITION NUMBER:

I certify that this duty statement  represents an accurate
description of the essential functions of this position.

I have read this duty statement and agree that it represents the
duties I am assigned.

SUPERVISOR’S SIGNATURE DATE EMPLOYEE’S SIGNATURE DATE

SUPERVISION EXERCISED (Check one):
� None � Supervisor � Lead Person � Team Leader
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FOR SUPERVISORY POSITIONS ONLY:  Indicate the number of positions by classification that this position DIRECTLY supervises.

Total number of positions for which this position is responsible:

FOR LEADPERSONS OR TEAM LEADERS ONLY:  Indicate the number of positions by classification that this position LEADS.

MISSION OF ORGANIZATIONAL UNIT:



CONCEPT OF POSITION:

A.  RESPONSIBILITIES OF POSITION:
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B.  SUPERVISION RECEIVED:

C.  ADMINISTRATIVE RESPONSIBILITY:

D.  PERSONAL CONTACTS:

E.  ACTIONS AND CONSEQUENCES:

F.  OTHER INFORMATION:
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	concept25PS373APG2: Under the close supervision and guidance of a SSM I, the RA I assists in providing technical support in the subject area of CWS.  This position assists with varied degrees of research including, problem exploration and definition, collection of data, interpretation, documentation and reporting of findings in a structured professional format.  The RA I must have an understanding of research and statistical methods and the general principles, concepts, and terminology used in research.
	responsibilities26PS373APG2: 
45%  Assists the lead analyst in gathering, compiling, analyzing and interpreting data from the CWS/CMS and other           
         administrative data sources; preparing research and statistical reports; and analyzing written and numerical data
         regarding CWS.  This includes using a variety of analytical techniques, to resolve or provide information
         regarding child welfare issues. 

20%  Assists the lead analyst in coordinating and/or performing statistical consultation and data analysis functions for  
         assigned program areas to inform program policies and/or direction regarding child welfare issues, as well as to  
         meet state and federal reporting requirements.  Assists in developing queries using software packages (e. g.  
         Excel, Access, PowerPoint).

10%  Assists the lead analyst in completing ad hoc special projects as needed.  This includes assisting with compiling, 
         analyzing and displaying information/data obtained from the CWS/CMS and other administrative data sources.

10%  Consults with others within the Department and participates on multidisciplinary teams regarding child welfare  
         data matters; gaining and maintaining the confidence and cooperation of others.  Assists lead analyst in  
         developing, preparing and making presentations to all levels of management. 

10%  Contract and data sharing agreement development, monitoring, and analysis.    

  5%  Performs other duties as required.

	supervision27PS373APG3: The RA I receives close supervision and direction from and reports to the SSM I.
	administrative28PS373APG3: None
	personal29PS373APG3: The RA I has frequent contact with Departmental personnel and County personnel by phone, e-mail or in person.
	actions30PS373APG3: The RA I assists in providing statistical information in response to federal reporting requirements and program needs for analysis.  Failure to provide accurate information on a timely basis could result in cumulative federal fiscal penalties and inappropriate program decisions.
	other31PS373APG3: This job requires strong PC, analytical, statistical, interpersonal and communication skills. Knowledge and use of CWS/CMS statewide database and Excel, are desired.  
	concept25PS373A_2PG2: Under the general direction of a SSM I, the RA II performs technical research and statistical work in the subject area of CWS.  The term research as applied to this position is defined as systematic investigation directed toward either a more comprehensive knowledge of the subject or for resolving program related issues.  This position requires varied degrees of research including, problem exploration and definition, planning and designing the approach and sequence of steps, collection of data, interpretation, documentation and reporting of findings in a structured professional format.  The RA II often has lead responsibilities, works on multidisciplinary teams or has primary responsibility for a major project.
	responsibilities26PS373A_2PG2: 
50%  Independently gather, compile, analyze and interpret data from the CWS/CMS and other administrative data
         sources; prepare research and statistical reports; analyze written and numerical data regarding CWS; use a
         variety of analytical techniques to resolve or provide information regarding complex child welfare issues; consult
         with and advise administrators or other interested parties on child welfare data matters; and gain and maintain
         the confidence and cooperation of others.

20%  Independently coordinate and/or perform complex statistical consultation and data analysis functions.  Develop
         and prepare publications of data and information analyses for assigned program areas.  Summarize complex
         data information for easy access to all levels of management for interpretation and analysis of data trends.

15%  Apply advanced research methodology and data interpretation techniques to either resolve or provide
         information on complex projects, often assuming lead responsibility for multidisciplinary teams.

10%  Contract and data sharing agreement development, monitoring, and analysis. 

  5%  Other duties as assigned.
	supervision27PS373A_2PG3: The RA II receives general direction from the SSM I.
	administrative28PS373A_2PG3: None
	personal29PS373A_2PG3: The RA II has frequent contact with bureau chiefs and managers within the Department as well as other Departmental research and program staff by phone, e-mail or in person; and contact with representatives of county, federal and other state agencies, universities, other outside researchers, advocates and members of the public.
	actions30PS373A_2PG3: The RA II is responsible for providing statistical information in response to federal reporting requirements and program needs for analysis.  Failure to provide accurate information on a timely basis could result in cumulative federal fiscal penalties and inappropriate program decisions.
	other31PS373A_2PG3: The job requires strong computer, analytical, statistical and interpersonal and communication skills.  Knowledge and use of CWS/CMS statewide database and statistical software, particularly SAS and Excel, are desired.  


